NASA Process to Comply with NARA Bulletin 2006-02
Scheduling Records in Electronic Information Systems
(Updated 2/13/2010)

Via successive Agency-wide data calls through the NASA Chief Information Office during
FY07 and FY08, the Agency built an inventory of over 3,000 electronic systems and
applications.

Included in the data call were specific records fields requiring identification of whether each
system contained Federal records, whether retention schedule items were associated with them,
and which schedule items, if known.

During FYQ9, a team composed of NASA Center Records Managers and partners from the
National Archives and Records Administration (NARA) analyzed the brief descriptions provided
for systems, segregated those that seemed not to contain records, and categorized the 1,330
systems seemingly containing records into 54 subject categories drawn from NASA’s Agency
Filing Scheme.

Small category teams then conducted further analyses and scheduling activities. For every
subject category, the assigned team conducted a more focused analysis of each system’s
description, contacting system owners when additional information was required to understand
the nature of the records in the system.

Teams verified or searched for appropriate retention schedule items to cover the records in each
system. Where existing schedule items could not be identified, the team either developed
proposed revisions to existing items or developed a new schedule. Most schedules developed or
revised utilized flexible schedule wording to ensure maximum coverage of related NASA
records.

The NASA Records Officer coordinated revised/new retention schedules with relevant Agency
subject matter functional office and submitted to NARA requests for record disposition
authority.

The following graphic presents a status summary of NASA progress to scheduling these
electronic records.
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